~ e
“FQRM 'HR:AM 1 R(‘ “EST FOR RECORDS RETENTIC™ SCI™ ULE . |scheoute.. |
(o) - To b ubmitted to the Records Manogemen’ ivision o /Z 65 !
Hall of Records .-
Commission ~ Hall of Records Commission ) &%GE Y
2. Division or Bureau of Requesting Agency

1. Requesting Agency‘ : -
‘ KENT COUNTY .- o TREASURER

A .
Dispose

3. Authorization Requested (Check 6hly one of the squares below)

C

of present accumulation. No . Establish retention schedule for re- Microfilm and  destroy  originals.

additional accumulation is antici- . cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value - accumulation. The records will cease to retained for the period of time indicated.
have value to warrant their retention ofter o e Lt

to warrant retention. . .
h - - s the period of time indicated.

6. Recommendation

4 -
ltem
No.

5. Description of Records
Descrlbe records accurately.” Include title, form number, size of documents
work or activity to which the records relote inclusive dotes and quontlty
Show recommended retention period.

1 and Board of Public

of Hall of Records
Works.

1.

2.

{cubic or linear feet).

GASHRECEIP‘I’SBOOK

Da‘bes: 192)4 - -

- Quantitys 2 cubic feet oo

" File Arrangement: Ohronologi.cal '
Annual-Accumulation: Less than % cubic foot
Auditz Annual ontside audit and State a.udit

A record of a1l cash recéived by the Treasurer each mont.h entered
from the Dally Cash Book. The Cash Receipts Book and the Disburse-

ments Book a:re the Treasurer's final books of accmmt.

BECOPMEHDATION s RE‘I‘AIK PERHANEN‘I’LY.

DISBUBSE!&ENTS BOOK

- Da‘basz 192);--" '
", . Quantitys. 8 cubic feet . -
* File Arrangements - Chronological ‘
Annual Accumulation: Less'than ' cubic foot
Audits AnnnaJ. outside audit and State audit

check mumber, total amount payable, and /bank upon which drawm,
"Disbursements Book and the Cash Receipt.s Book are the ‘I‘reasurer's
. =y , .

ﬁ.nal books of account.

'f'A mcord of all money disbursed by the Treasm-er.‘ Entries are made
from the checks which he issues, and each entry shows date, payee,
“The

APPROVED -
HALL OF RECORDS ComMissIon

: BEOOM&EI@DATI@: 'RETAIR PERMANENTLY.

7. AgencyRivisj rBureau presentative ' Z .
- . . . ; :
oture ) / Title

Zk/% Z,

Date

4 “Signature (
Disposal Authorized as Indicated in

Col. 6 by Board of

cords Commission. .,

Schedule Authorized as -Indicated in Col. 6 by Hall of
) Public Works.

/o /e WMEW] - MMW-J\J

Secretary




FORM HR-RM 1A ‘ - S~ _ & » - | SCHEDULE — -
t0-i-53) 4 REC 5T FOR RECORDS RETENTIO. SCHI 'LE copNe T E -6
. Hall of Records ‘ (Continuation Sheet) PAGE '
Commission- ‘| No. , 26
5. Description of Records 6. Recommendation
- Describe records accurately. Include title, form number, size of documents, of Hall of Records
Qem work or activity to which the records relate, inclusive dates and quanhty and Board of Public
°- (cubic or linear feet). Show recommended retention period. Works.
3.0 parLY CASH Booxs ‘ -
T =
. Da'oes: 1892 -- : . : g
- Quantitys: - 12 cubic feet S AR %)
-File Arrangement: Chronological s SR e =
Annual Accumulations ILess than % cubic .t‘oot c /gp'/ / 7L 5 =
_Disposable Amount:: 11 cubic feet . o ,;u . = S
Audits Annual outside audit and State audit ' N
Dai.]y entries show al]. money received by the Treasurer, broken :f %
. . down into money received for the State and money received for ths o o
.| county. GrHonthly totals are recorded 1n the penna;nent Cash Re- < &=
- ceipts: Book, _: Ll _ S
RECO*?{ENDATICN : RETAIH FOR TKREE YEARS OR URTIL AUDITED, WHICH- 5 :
4 ... | EVER IS LATER, AND TEEN DESTRG!. _~ -
he | CANCEIED crmcxs AND BANKIRG REGCRDS . - " . 31"
Datess 193 - - . o
- Quantityx 21 cubic feet ’ ‘ Bl i .
‘ . Annual Accumilation: 1% cubis feet S
. Disposable Amounts 17 cubic feet
: Audita Amual outside audit and State audit.
Th18 itenm includes canceled checks, checlcbooks and stubs, dspos:!.t
slips, bank statements, bank books and adding machine tapes. ‘
Records of all checks:and bank balances are maintained in the per-
manent Disbursements Book,. -Bank balances are al.so recorded in the
Hlnu‘bes of the Comty Cmissioners. - 3
BECMHDATION L RETAIN FOR 'MREE !EARS m UHTIL AUDITED, HHIGH-
EVERISLATER,ANDTHEHDESI‘ROI. - e ' e
o | ol ANV ED 1y
5. | IAX ROLL - 5 D opmmasery, GF 13LIC VORKS
Dates: 1890 - - o e '
Quantity: 35 cuble feet - P BT
File Arrangement: Annual by district i ' ,
Amnual Accumilations 2 cubic.feet A
. Disposable Amount: 27 cubic feet o ,é_,,@/‘-/d"#’o N
Audits -Annual outside audit and State BUAL <X | Lh:néiimi
EachyaaranavTaxRoniamadaupfminfomﬁoninthseeaa-
ment Books. The Roll is mads, together with the Tax Bill, on an
addressograph machine, and entries show name and address of tax-
payer, assessments for County and State purposes,.and County, 4
‘ .| State,. and “total ‘taxss, TWhen payment is made the date thereof is
posted from the Office Copy of the Tax Bill. If a payment is not
made, a record is entered in the Insolvencies Book of the County
Commissioners. . Proparbynotmdaemdandsubjecttotaxsala is .




)
FORM .HR:RM 1A N /\ - . ' SCHEDULE _
T e \_ REQ 3T FOR RECORDS RETENTIO\ SCH! 'LE N (-85
Hall of Records » T (Continuatio~ Sheet) - PAGE
Commission NO. 3.1
5. Description of Records : 6. Recommendation
- Describe records accurately. Include title, form number, size of documents, of Hall of Records
Qem work or activity to which the records relote inclusive dotes and quontuty . | and Board of Public
0. {cubic or linear feet). Show recommended retention penod Works.
recorded in Tax Sale Books kept both by the Treasurer and the
County Commissicners.  All three of these books are permanent
records, The statute of limitations for collection of taxes is S
four years (Section 210, Article 81, Annotated Code of Maryland, b
ﬁ‘f"% 1951 Rditdon). o =
qH o
,Cl RECO;‘MEI‘{DATION 2 RETAIN FOR FIVE YEARS OR { ‘IL AUDITEZD, W’“IICHEVER tay §
: . Isum,mmmxnmox.‘ L P O
6. TAX BILL FIIE = ' LT - _ o =
. g as
Dates: : 915 - . LT o
" Quantitys 55 cubic feet e ST < .
' File Arrangement: Annual and Ch.ronolog.u:al by date of . o
C - payment o C -
Amnual Accumvlationt 3 cubic feet. ' R . <<
Disposavie swumts L6 cublc feet ' = . o, Lo x
Audits Annual outside audit and State audit S
Tax B:Llls are typed on a printed form with an addressograph mac
_ at the same time the Tax Roll is made, and contain exactly the samg
. information as the Tax Roll. An original and three copi.es are . |.
prepared as follm: . ' ' :
1. Billing Original Sent totq:qmyer andpresentedbyhim
- vith payment. ,
2. Delinguent Notice Copy: Sent to taxpayer after end of
current tax year if taxes are still unpaid, .
3. Office Copy: Retained in office as record of acco_unt;
when payment is made this copy is stamped "paid" and the
date of payment is showm. Thedateofpaymntisthen
- posted to the Tax Roll.
he Receipt Copys Given to Payor as his receipt, if he 80
requests. .
The Billing Origi.nal, Delinquent Notice COpy, and Receipt Copy
are considered non-record within the meaning of the statute govern-
ing non-record material (Art. L1, Sec. 155, Annotated Code of Mary-|
land, 1951 Edition). The recommendation below applies only to the
Office Copy. The present form was preceded by a combination bill
and receipt showing assessment, tax, and interest for both State
and county taxes and name of taxpayer. Aatnhretalnedir_xthe -
office showed the same informaticn, i EREIRA R AR Y ‘!
RECOMMENDATION: RETAIN FOR THREE YEARS OR mn.mnmm, FWHICHEVER| i1 VWORES
‘ IS LATER, AND THEN DESTROY. S A |
@ | o sasock ocT (8 1355 |
- Dateas 194 - =
Quantdty: % cubic foot (1 volume)

U -
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Commission
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(. REC T FOR RECORDS RETENTIO. - SCHK 'LE

i . (Continuation Sheet)

LA

:CHEDULE =
NO.

PAGE .
NO. h. .

6. Recommendation
of Hall of Records

L

5. Description of Records
Include title, form number, size of documents,

Describe records occurotely
work or activity to which the records relote inclusive dotes and quantlty
(cublc or linear feet). Show recommended retention period.

and Board of Public

Works. -

- 86

9.

;. Mle Arrangement: Chronological S
' Annual Accumulation: Less than % cubic foot
Audit: Annual outside audit and Stata audit

Contains a record or propert.y s0ld or 1nten®d to be’ sold for non-
Entries show certificate number, district,

tax year, amount of purchase price, and remarks,
tion is kept 1n the Tax Sale Book of the COunty 0missimers.

m«:commumu am'me mmmm,. S
mcmsz'mx ACCOUNT R e

. Datess . 195 L
Quantitys Less than % cubic root.

- ' File Arrangements: Chronological’ SR _
- Annual Accumilations Lessthan % cubic foot o A
' Audit: Annual outaide audit and State audit e

ment of Motor Vehicles to owners of cars registered in Maryland,

rer,
the applications and money to t.he Depart*mnt of Hotor Vehicles,

The License Tag Accomt is prepared in tri te, the original .

second ¢opy. remaining’ ‘with the Treasurer. - Entries show date,

- collected, total amount collected, check number or money order
mmber, tag. inventory, and signature of Treamer. _

payment of taxes.’
person assessed, perscn sold to, amount of assessment, amount due,
Similar informa- |

Each year a.n’comobile license applica.tions are sent by the Depart—
Owners who pay for their tags in Kent County complete the applica-

tions and twrn them in with the license fees to the County Treasu-.
The Treasuréer uses the License Tag Account form to forward ,

and first comy going to the Department of Motor Vehiéles and t.he
serial number, license number, nme and address of owner, amount .

Ammual Accummda tions
Disposable Amunts 2 cuble reet.

When the Department of Motor Vehic].es reeeivea the automobile

RECQ?HEEDATION: RETAIN FOR THREE YEARS OR URTIL AUDITED, WHICH= _

license application forwarded with the License Tag Account, a stub
is tarn from the application and retwrned to the Treasurer with the

shareufthelieensefeasgod.ngtothecountyandincorporawd

towns therein., Data on the stub is posted to the Automobile Book,
andtheatnbiathanmadforrefatﬁmapnrposesinalphabeﬁcal

. APPROVED
- HALL oF RECORDS .CGMMISS!QN

. 7~ EVER IS LATER ARD THEN DESTROY. ' e
. AR I IR S e -
LICENSE mcuxos STUBS ' R RSN
B BOARD ol ulic WORKS
! Dates: ,JZ--T..'
Qua.n’d.tyt 4 cubie i;et ' ‘ . Sen s 185
File Arrangement: Alphabetical Kl
1 cubic foot @ 4




FORM" HR-RM 1A . ~ (T - N SCHEDULE——
(8183 . ' RE{ 3T FOR RECORDS RETENTIO).- SCHL_ 'LE | No 0/80
Hall of Records (Continuation Sheet) PAGE
Commission NO. 5.
: 5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
m work or activity to which the records relote inclusive dotes and quantity | and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.
order by name of owner. This £i1e is kept in the office for ono. ,
year and 1is not used ‘thereafter. o g
L REGOI‘!MENDATIOV: RE"AIN FOR THREE !EARS AKD THEN DESTROY . gc:?
10. AUTOMQBILEBOOK R o S o=
.o L. . . ‘. o o .. ><—J
Datesz 19’.&11-- ) B T e o O
Quantity: 6 cubic feet . . C s = 2
. File Arrangements: Chronological : a ©
"' Anmual Accumula tiong % cuble’ foot . a. O
Disposable Amounts ki cuhic feet . < &
Audltt Annual outside audit and State audit S
‘The Automoblle Book 15 at present used. to break dmm automobile ;?E‘J
license fess into portions for the State, county and incorporated b o
towns, Entriss ar: made from the License Stubs, and show date, -
name and address of taxpayer, make and year of car, tax monsy -
apportioned to the State, county, Chestertown, Rock Hall, Bet‘bexh
. ton, and Galqna, and the total tax. ‘ , S
. Prior to 19h7 the. Automobile Books were nsed as ‘i‘a.x Rolls for the
. collection of automobile taxes, which until then was ha.ndled _
. entirely by the County Treasurer.. S A . -
- RECO?MNDATION: RETAIN FOR THKEE YEARS (B UN’I‘IL AUDITED H{ICE-
_ _ EVERISLATER,ANDTEENDESTRUY R
14 ea%aRESPONDE’fecE B
““ . Datess 1932 = = _ o
; Quantity: - 3 cubic foot -
File Arrangement: Alphabetical by subject
Annual Accumulations Less than g cubic foot:
Di.sposa'ble Amount: % cubic foot '
Correspondence connected with ths uork of the Tma,surer's oﬁ'iee
RECOM!EHDATIW: RETATN FOR THREE YEARS; THEHREMOVE ARD RETAIH
1EGAL VALUE AND DESTROY ALL OTHER MATERIAL. :
| . - Aarvroden oy
BCARL Lo 1. \’C':F:KS
‘ 0CT 1856 i
. e i
) - ‘ A . i .
J/ N i




